IPA Procedures, page 2

Instructions and Information -- IPA AGREEMENTS

RESEARCH SERVICE (151) - 2399, VA Medical Center, 2215 Fuller Road, Ann Arbor, MI  48105

VA Research Office contact:  Judy Warmanen, Program Assistant, 734-845-5603 
1.
IMPORTANT. Recent changes to the employment regulations require that an individual who is to be on an IPA agreement must have a current VA Without Compensation Appointment  (WOC) and Scope of Practice (SOP).  Regulations require that our fiscal office have the completely signed IPA documents in place and on file before they can obligate the documents. (Without the legal document in place no one should be working on VA research) The VA Medical Center Director must sign agreements before the effective date.  Please forward the IPA agreements to the Research Service (151) after the employee has signed the agreement, but before they are forwarded to ORSP.  We will forward these agreements to ORSP for signature, after the VA Director signs them.  Because these agreements are reviewed for appropriateness, completeness, and accuracy before they are forwarded to the director for signature, please allow a minimum of  eight to ten weeks for processing.
  If the agreement has been delayed for any reason, attach a short memo indicating the reason for the delay. 
   Please include a cover memo giving the name, address, and phone number of the person to contact in the event there are questions.

2.
Three (3) original single-sided copies  of the IPA agreement must be submitted when establishing a new agreement, an extension
 or renewed agreement, or a modification
 to an existing agreement.   (Above the modification box, indicate the reason the agreement is being modified. Examples: $ increase, $ decrease, length shortened, etc…)  The U of M PAF  # must be  referenced in the upper right hand corner on page one (1) of the agreement.
    Do not submit copies on the sample form. All three copies must be submitted at the same time, with the same signature date. The copies are to be distributed as follows: 1st & 2nd copies are for the VA Research Office records. The 3rd copy is for the University of Michigan.
3.  Please include a cover memo which includes the name, address, and telephone number of the individual to contact in case there are questions.

4.
Parts 1 through 3 are self-explanatory.  It is important to note, however, that employees can be on agreements for  up to four continuous years.  They must then be off the agreement for at least one year.  Currently after the one year employees are off the agreement, they may be put on an IPA agreement indefinitely..  If there is a 60 day break during the four year time period, the employee is eligible for another four year agreement.  To avoid the one year interruption, employees must be off the agreement for at least 60 days during each four year period.  

5.
 When completing Part 4 -- Position Data (A. Position Currently Held) #10, the following must be considered.

a.
University students employed as research assistants, graduate assistants, teaching assistants and in similar scholarship related positions are considered temporary employees.  Temporary employees cannot be placed on IPA agreements.

b.
If the employee's job title is Research Assistant, the VA requires a letter from the University of Michigan documenting the employee is a permanent University employee.  If the employee's position title is referenced as a Research Associate, a letter from the U of M is not required.

6.
Part 4 - Position Data (B. Type of Current Appointment) #14 -- Original date employed by the state or local government (U of M).  Please note that to be eligible to participate in the IPA mobility program, an employee must be a permanent, career employee of that organization for at least 90 days prior to entering into a mobility assignment agreement with the VA.

7.
The IPA Agreement should be set up on the basis of the current government fiscal year and extended annually.  The Federal Government's fiscal year is from October 1 of one calendar year to September 30 of the following calendar year.
	1st quarter:
	October, November, December

	2nd quarter:
	January, February, March

	3rd quarter:
	April, May, June

	4th quarter:
	July, August, September



a.
Part 5, Section 20 --Period of Assignment.  This section should be set up on the basis of the current government fiscal year.  For example:

	Length of Agreement
	From
	To

	Entire Fiscal Year
	10/1/2009
	9/30/2010

	Agreement starts during the fiscal year
	1/1/2009
	9/30/2009

	Agreement ends before the end of the fiscal year
	10/1/2009
	3/31/2010

	Agreement starts during the fiscal year and terminates before the end of the fiscal year
	2/1/2009
	6/30/2009




These agreements can start and stop during the fiscal year.  However, the important thing to remember, is that the VA must approve these agreements before the start date.


b.
Part 9, Section 26 -- Federal Agency Obligations.  Dollar amount should be referenced as follows:



Salary per month

$____________



Benefits per month
$____________



Total cost per month
$____________



Total for project period (insert dates):  $______________

                             VA Account # __________


c.
Part 9, Section 27 -- State of Local Government Agency Obligations.



Billings are to be on a quarterly basis per the government fiscal year.

	1st quarter:
	October, November, December
	Billed January 1

	2nd quarter:
	January, February, March
	Billed April 1

	3rd quarter:
	April, May, June
	Billed July 1

	4th quarter:
	July, August, September
	Billed October 1


Note:
The amount billed must coincide with the dollar amount referenced in Section 26 of the IPA Agreement.  We cannot pay more than the amount established in this agreement.  If the employee receives a pay increase, or the time period changes (increases or decreases), a modified agreement must be processed.  A modified agreement must also be processed if the employee resigns before the end date outlined in the agreement.  

IMPORTANT

AFTER THIS AGREEMENT HAS BEEN FILLED IN AND SIGNED BY THE EMPLOYEE, IMMEDIATELY FORWARD IT TO THE VA RESEARCH OFFICE SO THAT THE AGREEMENT CAN BE PROCESSED BEFORE THE EFFECTIVE DATE.

After this agreement has been approved at the VA, we will forward the information to the University of Michigan Office of Research Sponsored Projects (ORSP). ORSP  will establish an account for each lab and  Federal Financial Operation will process the billings.  A copy of the Standard Practice Guide section concerning policies and procedures for the temporary assignment of University faculty and staff to the Federal Government under IPA agreements will also be provided for you.  Billing and processing senior accountant is Lea Tune she can be reached at 734-764-9591.

The University Office of Contract Administration approves IPA agreements.  The contact person is:  Peter J. Gerard, Associate Director of Grants & Contracts, Room 315 ISR Building 3, 475 E. Jefferson, University of Michigan, Ann Arbor, MI  48109-1248.  Phone: 734-763-3193.

WOC  & IPA Agreement Forms are  both available at:  http://www.annarbor.research.va.gov/annarborresearch/index.asp
April 29, 2008
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� Initially, agreements may be extended for no longer than a total of four years.


�Modification refers to any significant changes to the initial agreement (changes in an employee's duties, responsibilities, salary, work assignment location or supervisory relationship, etc.).  A brief description referencing the reason for modification must be entered above the modification square





